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This Civil Service On-line System Job Aid with the Public Safety Departmental Promotional Appointments and 
Promotions Guide is meant to assist you in the entry of PERMANENT Full-time HIRES/Promotions on 
promotional title eligible lists in the Civil Service On-line System. 
 
After you have processed a promotional title certification and are ready to enter a Permanent Full-time 
Hire/Promotion into the Civil Service On-line System you will need a scanned PDF file of the following 
documentation before you log into the system. 

 A completed Notification of Employment Form (NOE), signed by all promoted candidates and by the 

Appointing Authority (AA), containing the effective dates of promotion. 

 The promotional title list certification, signed by the candidates and the AA.  You can print the list from the 
system or create your own certification using the Promotional Certification Template  provided on the 
Appointing Authority Forms page of our website. 

 A completed  Certification & Report Supplement - PAR .09 Departmental Promotional List  on which the 
names of all candidates willing to accept are listed in the order in which they appeared on the certification 
signed by the AA.  

 
 
 

PUBLIC SAFETY PROMOTIONAL TITLE ELIGIBLE LISTS 

SYSTEM DO’s   SYSTEM DON’Ts 

Enter PERMANENT Full-time 
appointments on Promotional Title Eligible 
Lists 

  Enter TEMPORARY Full-time appointments 

Remember a Promotional Title Eligible List 
is NOT a Certification 

  
Use Interview, Make offer or Reject actions 
in the system 

Attach a PDF file of completed Notification 
of Employment (NOE) Form to the 
Requisition associated with the 
Promotional Title Eligible List (Permanent & 
Temporary) 

    

Contact your HRD Civil Service Liaison if 
you have questions 

    

 
 
 
  

http://www.mass.gov/anf/docs/hrd/cs/publications/certdel/promo/cs-promo-handbook-certdel.doc
http://www.mass.gov/anf/docs/hrd/cs/publications/certdel/promo/cs-promo-handbook-certdel.doc
http://www.mass.gov/anf/docs/hrd/cs/forms/certdel/cs-form14-certdel.rtf
http://www.mass.gov/anf/docs/hrd/cs/forms/certdel/cs-promocerttemplate-certdel.rtf
http://www.mass.gov/anf/employment-equal-access-disability/civil-serv-info/appointing-authority-information/macs-system-ohc-user-community-informational-sessions-s.html
http://www.mass.gov/anf/docs/hrd/cs/forms/cs-form16-part-ii-par9-prom.rtf
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When you are ready to Log into the On-line Hiring Center (OHC) – www.neogov.com  
 

 
Click on the Login link in the upper-right-hand area. 
 
You will be directed to the Log In screen 
 

 
 
Your username will always be your e-mail address and it is critical that we have your current e-mail address for 
access. 
 
When you first log into the system you are automatically directed to the My Requisitions dashboard which will 
display all requisitions you have created in the system. 
 

 
  

http://www.neogov.com/
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VIEW PROMOTIONAL TITLE ELIGIBLE LIST 
 
1. Select the My List link from the drop-down menu that appears when you hold your cursor over your Name 

in the upper-right hand corner 

 
 

This will bring you to the Referred Lists panel (You may need to select the Show All Lists in My Department 
link above the alphabet to see all Lists for your assigned departments) 
 
2. Review all columns of information. Notice that there are links beneath candidates and applications. 
3. Select the View Link in the Candidates column to view the promotional title eligible list and candidates. 
4. Select the Print link in the applications column for the specific requisition to view the application 

information submitted by the candidate(s) when they applied for the examination.  
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5. Review promotional title eligible list details at the top of the page and the Referred Rank & Names of the 

candidate(s). 
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ENTER A PERMANENT FULL-TIME HIRE/PROMOTION 
 
Only Permanent Full-time Hires/Promotions should be entered on the eligible list in the Civil Service On-line 
System. 
 
6. Place a check in the box next to the name of candidate selected for a Permanent Full-time promotion from 

the locally generated certification. 
 
7. Select Hire from the Action dropdown, then click on Go.  This will bring you to the Hire Details panel. 
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Hires Detail Panel 
 
8. Update appropriate date fields and enter comments.  The START Date is the appointment effective date of 

the promotion and equates to the appointment effective date on the Notification of Employment (NOE) 
Form. 

9. Put a check in the No Approvals field/box   
10. Select the Save and Release button at the bottom of the screen, the candidate is marked as hired to a 

Permanent Full-time promotional title.  HRD is automatically notified of the transaction by an e-mail from 
the system. 
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You have now entered a Permanent Full-time HIRE.   
 
The system will return you to the now updated Promotional Title Eligible List.  HRD is automatically notified of 
the transaction by an e-mail from the system. 
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You will see the remaining names on your promotional title eligible list on the referred tab and the 
Hired/Promoted candidate on the hired tab. 
 

 
  



 10 
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Attach documentation to the Promotional Title Eligible List Requisition 
 
How to Attach a File to a Requisition 
 
Locate your requisition - You many need to select Show All Reqs in My Dept, Show Filled Reqs and/or Show 
Cancelled Reqs to view all requisitions associated with your assigned departments. 
 
 
Select the title of your requisition to view it. 
 

 
 
 
Scroll to the bottom of the requisition to see the Attachments area. 
 

 
 
Select the Add New link to open the File Attachment panel for the specific requisition. 
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File Attachment Panel 
 

 
 
File Description  
Type in a description of the files you plan to attach to the requisition. 
Example: 03734 firelt cert noe and forms 
 

 
 
File 
Browse to where the file is saved on your computer and select it, you will see the file name in the File field 
Please note you can attach more than one file at a time if you select Attach another file option 
 
Upload 
When you are satisfied with the File Description and the files you can select the upload button to attach them 
to the requisition and the system will return you to the requisition with the files now attached 
 

 
 
However, if you are not sure you have selected the correct requisition or do not have the files you want to 
attach ready you can select View Requisition to return to the Requisition 
 


